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Approving Signature 

Cardholder 
Applicant 

Note: The Individual Liability Card program was established for Treasury 
employees whose position descriptions require travel.  These cards are 
for travel-related expenses only.  JPMorgan Chase is the vendor for 
these cards. 

 
 WHEN:  As Needed 

 
  1. Requests an Individual Liability Card with a written memo to supervisor 

describing cardholder applicant’s need for the card, including: 
 

 A. Position description 
 B. Estimate  
 C. Frequency of use 
 D. Other information that demonstrates a need for the card. 

 
Supervisor  2. Contacts Finance and Accounting Division (FAD) and requests an 

Individual Liability Card application. 
 

Departmental  
Analyst, FAD 
 

 3. Sends the Individual Liability Card application to requesting cardholder 
applicant. 

 
Cardholder 
Applicant 

 4. Completes the Individual Liability Card application and submits to 
supervisor. 

 
Supervisor and 
Cardholder 
Applicant 
 

 5. Reviews the (Appendix B) - Policy Summary and signs the Policy 
Summary.  (Sees example A.) 

 

Supervisor  6. Submits the Individual Liability Card application, memo and approved 
Policy Summary to FAD’s Departmental Analyst. 

 
Departmental 
Analyst, FAD 

 7. Copies the Individual Liability Card application, memo and Policy 
Summary for FAD files. 

 
  8. Submits the original Individual Liability Card application and memo to the 

State Individual Liability Card Administrator, Financial Services Division, 
Department of Management and Budget (DMB). 

 
Card Administrator, 
DMB 

 9. Forwards the Individual Liability Card application to JPMorgan Chase for 
processing. 
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Card Administrator,  
DMB (cont.) 

10. Receives the Individual Liability Card from JPMorgan Chase. 
 

 11. Sends the Individual Liability Card to the cardholder applicant’s home 
address, along with a Cardholder Manual and (Appendix A) - Cardholder 
Agreement.  (Sees example B.) 

 
Cardholder 
Applicant 

12. Reviews the Cardholder Manual and (Appendix A) - Cardholder Agreement 
and signs the agreement, indicating the card was received and that 
cardholder applicant will abide by the policies of the card. 

 
 13. Returns signed Cardholder Agreement to Card Administrator at address 

indicated in the Cardholder Manual. 
 

JPMorgan Chase 14. Sends monthly credit card statement to the individual cardholder applicant’s 
home address for payment. 

 
Cardholder 
Applicant 

15. (Required) Pays entire bill amount every month. 
 

 WHEN:  Monthly 
 

Departmental 
Analyst, FAD 

16. Runs the Cardholder Status Report, indicating any cardholders whose 
accounts are 30 days delinquent, which includes: 

 
 A. Cardholder’s name 
 B. Last four digits of card number 
 C. Open date of card 
 D. Credit limit 
 E. Amount available 
 F. Amount 30 days delinquent 
 G. Card status. 

 
 17. Distributes the Cardholder Status Report to cardholder’s supervisor for 

appropriate action. 
 

Supervisor 18. If account is 30 days delinquent, notifies cardholder of the delinquency.  (It 
may be possible individual is traveling on business and was unable to make 
payment.) 

 
 19. If account is 60 days delinquent, notifies cardholder in writing if a 

garnishment is to be processed. 
 

 Note: Treasury will garnish the individual’s wages and/or travel expense 
vouchers and remit to JPMorgan Chase until the account is paid off. 

 
 A. Requests DMB, Financial Services, close the account. 

 



 
Subject: Individual Liability Card (Travel Credit Card), Obtain 
   

Identification PT-11015 
 Procedure 
Effective Date 1-1-2008 
 
 Page 3 of 6 

 
Supervisor (cont.) WHEN:  Upon Transfer or Termination of Employment 

 
 20. Requests cardholder return the Individual Liability Card to the supervisor. 

 
 A. Cuts the Individual Liability Card into pieces and discards. 

 
 21. Notifies the Card Administrator in writing (memo or e-mail) to close the 

account. 
 

 23. If the Individual Liability Card is not returned, notifies the Card 
Administrator and requests the account be closed immediately. 
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Sample A 
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Sample A (cont.) 
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Sample B 

 

   End 
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